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PROOF OF CLAIM

When filing a proof of claim in CMECF, the claim will be attached to
the creditor record of the claimant.  In the process of filing the claim,
you must locate the creditor by searching the case’s creditor database
and then entering the claim information.

* Click Bankruptcy on the CMECF Main Menu bar.

The Bankruptcy Events screen appears as shown below.

* Click File Claims

The Creditor Search screen appears as shown below.

* Enter the case number in the Case Number box.
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NOTE: At the Creditor Search screen, it is best if you do not 
enter the creditor’s full name in the Name of creditor field.

If you DO NOT enter the creditor’s name,
click Next and proceed to page 1.4.

If you DO enter the creditor’s name,
type only a portion of the creditor’s name  as shown
in the Creditor Search screen shown below.

The Type of Creditor field default is “Creditor”.

* Do not change the default in the Type of Creditor field.

NOTE: The “Creditor Type” must match the Role used when the party 
was added to the case’s database.

* Click Next.
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The Creditor Selection screen appears as shown below.

IF the creditor is in the case database, it will be highlighted or
will appear by clicking the down arrow in the Creditor Selection
screen as shown above.

* Make the appropriate selection, click Next and proceed to Page 1.9.

If the creditor is NOT in the case database, the following screen
will appear.

* Click the Add Creditor button and proceed to Page 1.5.
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* IF YOU DID NOT enter the creditor’s name at the Creditor
Search screen, the Creditor Selection screen appears with the
first creditor on the mailing matrix highlighted as shown below.

* Click the down arrow to the right of the box and select the correct
creditor.

* Click Next and proceed to Page 1.9.

NOTE: If the creditor does NOT appear on the drop-down list, click the Add
Creditor button and proceed to the next page.
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* When you click the Add Creditor button, the next screen prompts for
verification of the case number.

* Verify the case number then click Next.       

The Add Creditor screen appears as shown below.

* Type the creditor’s name and complete mailing address.

* In the Type  box, accept the default of Creditor.

* At the Creditor committee prompt, accept the default of No.

* The default is Continue to Enter (other creditors).  Change the default
to Last Entry.

* Click Next.
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The Add Creditor screen appears as shown below
advising that you’re adding one (1) creditor.

* Confirm the addition and click the Submit button.

The Creditor Receipt screen appears as shown below
verifying the addition of one (1) creditors to the
database of the case.

You may now proceed to file your proof of claim.
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* Click Bankruptcy on the CMECF Main Menu bar.

The Bankruptcy Events screen appears as shown below.

* Click File Claims

The Creditor Search screen appears as shown below.

* Enter the case number in the Case Number box if not
already entered.

* Do Not enter the creditor’s name.

* Click Next.
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The Creditor Selection screen appears as shown below.

* Click the down arrow to the right of the box and make
the appropriate creditor selection.

* Click Next and proceed to the next page.
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The Proof of Claim screen appears as shown below.

NOTE: When entering amounts in the Proof of Claim screen,
do not use $ signs or commas.  You may use decimals.

Enter the claim amount in one of the fields marked “Unsecured”,
“Secured”, “Priority” or “Unknown.”

DO NOT enter an amount in the “Total” field as doing so will
cause the Notice of Electronic Filing to record the claim amount
as “0” (zero).

* Enter the claimant’s information in the appropriate field(s).

* When completed, click Next.

The PDF Selection screen appears as shown below.
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You must locate, preview and associate the PDF file.

* Click the Browse button.

The File Upload screen appears as shown below.

* Click the down arrow to the right of the Files of type  field as shown.

* In the drop-down box, click on All Files(*.*).

* Locate the appropriate PDF file.

NOTE: Always preview a file before you associate it
with the docket entry.

* To preview the file, right click on the file.

A drop-down menu as shown  below will appear.
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* Click Open on the drop-down menu to view the file.

The following screen will flash as Adobe Acrobat Reader opens.

The selected file will open with Adobe Acrobat Reader.

* Check the file to confirm that it is the correct one.

* Close Acrobat Reader by clicking the X on the (dark blue) Adobe Title
Bar.

This will bring you back to the File Upload window.

* Double click the PDF file or click the Open button as indicated in the
File Upload window below.
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This associates the PDF file with the docket entry as shown in the
screen below.

* If there is an attachment to the file, select the Yes box to the right
of the “attachment” prompt.

* Click Next and proceed to the next page.

* If there is no attachment to the proof of claim, accept the default of
No.

This is your final screen!  Your last chance to make corrections
or to check information.

* If it’s correct, click Next.

The Notice of Electronic Filing appears as shown on Page 1.15.
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IF THERE IS AN ATTACHMENT TO THE PROOF OF CLAIM,

NOTE: The attachment will be a separate PDF file which contains, for
example, an invoice, promissory note or some other support
document.

An attachment will be identified in the docket text and the
attachment image will be accessible by clicking on the hyperlink
within the docket entry.

* If you selected Yes to the “Attachment” prompt,

The Attachment Selection screen appears as shown below.

You need to locate, preview and associate the attachment file.

* Click the Browse button.

* Locate, preview and associate the attachment file.
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* After you have the attachment file associated with the entry, type a brief
description of the attachment in the Description box as shown below.

* Click the Add to List button. 

The file is added to the List box as shown below and the cursor returns
to Step 1 of the screen.

To include additional “attachment” files, repeat from Step 1 on the
screen.

This is your final screen - the “screen of no return.”.

* If it’s correct and all “attachment” files have been associated,
click Next.
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The Notice of Electronic Filing appears as shown below.


